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MEMORANDUM FOR: Chief, Records Management Divisilon

SUBJECT ¢ Proposed Hesdquerters [ |-
Regulaetions on "Records Disposition"

25X1 |

1. The responsibility for preparinglj{'ml_%_“mm
[regulations on the subject of “Records Disposit 1<:»n

Oevtires vl

has been assigned to your office. :

2, We will sppreciate your furnishing us with a redson-
able tasrget date by which we may expect to recelve these :;‘ssu-
ances for further processing. i

-

Chief, Regulations Control Staff

RCS:GRT:mes (20 September 195k4)
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TQ' INITIALS DATE
25X1 !
Chief, Resulations Control
2 Staff
3
4
5
FROM INITIALS DATE
25X1 ! I 10/1/54
: U2
\ 1A
5 L
I APPROVAL ] INFORMATION ] SIGNATURE
[T ] AcTION [ 1 DIRECT REPLY [ RETURN

Remarks:

25X1

| COMMENT [”"""1 PREPARATION OF REPLY [ | DISPATCH
[T""] cONCURRENCE [ | RECOMMENDATION C___1FILE

PravagFopRelease 200/ GIA-RDP70- oozaﬂaﬂmeaﬂw

Attached are copies of proposed CIA
Regulation [ _|Records Management,
and Records Disposition Handbook,

HB

The Regulation and the Handbook were
developed in accordance with suggestions
and guidance provided by wemwbers of
your staff. No coordination has been

obtained,

FW Previous editions may be used.
1ROV 53 U. 5. GOVERNMENT PRINTING OFFICE  16-—6854B-2
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Believe the proposed regulation is appropriate for forwardirfg.
These comments:
STAT 1., All of] | expressed objections have been

satisfied except length of the document and use of
the term "Forms Engineering." Did the best I could
in both respects,

2. All advi@e from Regulations Control was followed and
believe they will have to perform only minor editing,

3. ANg not entirely satisfied with 3¢, but again, the best .
I could do. 1
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|
1. GENERAL |

This Regulation prescribes general policies and methods for the ad-
winistration of the Agency Records Management Program. Its requirewents
are based on, and in agreement with, the Federal Records Act of 1950
(Public Law 754, 8lst Congress) and other appliceble Federal statutes
and regulations. :

2. OBJECTIVE AND SCOPE

The obJjective of this program is the economical and efficient wanage-
ment of Agency records. Attainment of this objective with resultant
economies in wanpower, supplies, equipment, space, time, and woney will
be realized by continuing application of the following major program
elewents.

a. Records Creation

(1) Reports Management
(2) TForms Management
(3) Correspondence Management

b. Organization, Maintenance, and Use of Active Records

(1) Mail Control

(2) Reference Service

(3) Maintenance Management

(4) Equipment and Supplies Standards
(5) Microphotography

(6) vital Materials
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Disposition of Records

(1) Inventory and Appraisal

(2) Legal Retention and Disposal Authorizations
(3) Cut-off and Retirement

(k) Preservation end Archival Management

(5) Disposal

(6) Inter-Agency and Intra-Agency Transfers

(7) Records Center Operations

POLICIES

Adherence to the following policies are essential to the conduct of
an effective Records Managemwent Program:

a.

b'

Managewent of Agency records will be accomplished on & decentral-
i1zed basis.

Uniform systems shall be developed and instelled to reduce the vol-
ume of reports, to eimplify and improve necessary reports, and to
eliminate and prevent duplicate reporting.

The unauthorized procurement, production or utilization of forms
shall be prevented. Unnecessary forms or record copies of forms
shall not be created. Formws performing the same or related
functions shall be consolidated. Users shall be informed of avail-
able forms. Forms, procedures and issuances shall be properly in-
tegrated.

Systews for correspondence preparation and handling shall be de-
veloped and installed to ensure that only essential information
is wade a watter of record, that Agency formats and procedures are
adhered to, that substitutes are used for dictated or drafted cor-
respondence to transmit routine repetitive informwation, that the
creation of non-essential copies is prevented, and that quality
standards for correspondence and writing abilities are maintained.

The efficient and economical maintenance and servicing of current
records shall be accomplished through continuing analysis and im-
provement of maill handling and routing procedures, and record
classification and indexing systems.

Piling equipwent and filing supplies will be standardized and used
to assure waximum econowy and efficiency.

Vital materials shall be identified and removed to a repository.
|

-2a :
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h. Assure the use of microphotographic equipment, supplies and 3e¥-
vices in accordance with established standards of economy and |
efficlency. |

1. A Records Center shall be wmaintained for the storing, processing,
and servicing of Agency records, including Top Secret, which are
no longer used or are infrequently needed in the conduct of
current business. The Center will also serve as an archival
facility. :

j. Permanently valuable records shall be identified and preserved for
future use; temporarily valuable records shall be identified and
legally disposed of when their value is no longer warranted by the
cost of their retention; and noncurrent records shall be removed,
on a continuing basis, from high cost office space and filing
equipment to Records Center storage.

k. Safeguards shall be established to ensure that no records in the
custody of the Agency are alienated or destroyed except in accord-
ance with the provisions of the Act approved July 7, 1943 (57 stat.
380-383), as amended July 6, 1945 (59 Stat.h34). Sections 234 and
235 of Title 18 of the United States Code attached severe penalties
to the willful and unlawful destruction, damage or alienation of
any Federal records. ;

1. Provide standards for the selection and use of photocopying equip-
ment to prevent the production of unwarranted extra coples of
records, and to assure efficient and economic reproduction of
necessary copies. |

L. DEFINITIONS

For the purpose of this Regulation, the following definitions shall
apply: |

a. "Records include all books, papers, wmaps, photographs, or other
Jdocumentery wmaterial, regardless of physical form or character-
istic, wade or received by an agency of the United States Govern-
ment in pursuance of Federal law in connection with transaction of
public business and preserved or appropriate for preservation by
that agency or its legitimate successor as evidence of the organiz-
ation, functions, policies, decisions, procedures, operations or
other activities, or because of the informational value of data
contained therein." (57 Stat. 380, as amended, 4k USC 366).

b. "Non-record Material includes library and wuseum material made or
acquired and preserved solely for reference or exhibition pur-
poses, extra copies of documents preserved only for convenience of
reference, and stocke of publications or processed documents."

(57 Stat. 380, as amended, 4l USC 366).

¢. Noncurrent Records are those records which are infrequently needed
or no longer used in the conduct of current business, including
records of discontinued activities. This weterial is commonly
referred to as semi-active, inactive, or retired records.

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300110004-1 |
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Forms are the devices by which wanagement seeks uniformity and sim-
Plicity in the recording, transmitting, reporting and data process-
ing of vital information. They are preprinted, containing pre-
determined spaces for inserting specific information. Itews such
as certificates, labels, stickers, tags, placards, cover sheets

and form letters are included in this definition.

Reports are accounts or statements of inforwation prepared in
writien narrative, tebular, punch card or graphic form and trans-
witted by one organizational element to another. An administrative
or management report as distinguished from an operational report
provides for administrative or wanagement control over an activity
or operation.

Correspondence includes all wemoranduus, letters, and dispatcﬂes
{excluding operational reports) sent or received by Agency per-
sonnel in the execution of official duties.

Vital Materials are those specific items in possession of thengency ,

which are essential to its continuance and which, if destroyed,
would constitute & serious or irreplaceable loss.

An Area Program is one maintained within a Major Component (includ-
ing the Deputy Director (Adwinistration), Deputy Director (Intelli-
gence), and Deputy Director (Plans), the Director of Training, the
Assistant Director for Communications, and the Assistant Director
for Personnel).

RESPONSIBILITIES

Chief of the Management Staff shall:

Carry out the policies outlined in this regulation.

Develop procedures and obtain Congressional authorization for the
retention and disposal of records through the National Archivea
and Records Service.

Serve as the Agency liaison to the National Archives and Records
Service of the General Services Adwministration, other Federal
egencies and all other organizations on all matters pertaining to
records.

Provide technical training for program participants.

Install a system for appralsing and measuring prograw progress.
Serve as Agency archivist.

Conduct periodic inspections of area prograwms.

Issue standards and procedures to carry out the policies outlined
in this regulation.

ke
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The Chiefs of Major Cowponents (including the Deputy Director (Aduin-
istration), the Deputy Director (Intelligence), and the Deputy
Director (Plans), the Director of Training, the Assistant Director for
Communications, and the Assistant Director for Personnel) shall desig-
nate Area Records Officers to establish and waintein this program in
their sphere of authority in accordance with the basic concept and
policies as set forth herein and in accordance with the methods, tech-
niques and procedures prescribed by the Chief of the Management Staff.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L [ ] K. mI’rE
Deputy Director
(Administration)

DISTRIBUTION: AB
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1. GENERAL
This Regulation prescribes general policies and methods for the
aduinistration of the Agency Records Management Program. Ite re-
nte are based on, and in agreement with, the Federal Records

Act of 1950 {Publie Law 754, 8lst Congreas) and other applicabdle
Federal statutes znd regulstions.
2. OBJECTIVE AHD SCOFE
The objective of this program is the economical end efficient
mnagement of Agency records. Attainment of this oblective with |
repuliant sconousies in manpower, supplies, equipment, spece, time,
and mopey will be realized by continuing epplication of the folloy-
ing major program elements. |
&. Records Creation

{1) Reports Management

(2) Forms Engineering and Management

{3) Corresponfence Management |
b. Organization, Msintenance, amd Use of Active Recorids

{1) Mmi1) Control

{2} Reference Service

{3} Maintenance Msnagemwent

(4) Equipment and Supplies Standards

(5) Microphotogrephy

{6) vital Materisls
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. Witim of Records

{1}‘ Inventory and Appraiesl
(2) tegml Retention and Disposal Authorizations
(3) Cut-off and Retirement
{4) Preservation snd Archival Management
(5) Dieposal
{6) Inter-Agency and Intre-Agency Transfers
{7) Records Center Operations
3. POLICIES

Adherence to the following policies are essential to the conduct
of an effective Records Management Program: :

B. Mansgement of Central Intelligence Agency mcorﬂk will be
scecouplished on a decentralized bhasis.

b. TUniforsm systems shall be developed and installed to reduce the
volume of reports, to simplify snd iwmprove necessary reports,
to eliminate and prevent duplicate reporting, to ensure that
the contents of required reports provide sdequate data for ine
tended purposes. to ensure that instructions, forme and pro-
cedures provide the most simple and direct wethods for reporting,
and thet the realistic reporting intervals are established. !

¢. Plans shall be devised and prescribed to prevent the unauthorized

. procurewment, production or utilization of forms by any component.
office, officer or employee of the Agercy. Documentation of in-
formation on forms shall be accomplished by the most efricient
and economicai weans. Unpecespary Tormss or record copies of forms
shell not be created and all existing non-essentlal forms shall be
eliminated. Forms perforwing the same or related Tunctions shail
be comsolidated and the scope of each form extended insofar as is
practicadble. Users shall be informed of avallable forms. Fores,
procedures and issuances shall be properly integrated. Nodern
forms engineering technigues will be utilized to simplify and
standardize size and design. The most efficlent and economicsl
managenent practices shall be followed in the preduction, procure-
ment, storage and issuance of forus. ‘

4. Bysteus for correspondence preparation and handling shell be de-
veloped and Installed to ensure that only essential information
is wade & matier of record, that Agency foroats snd procedures are
adhered to, that substitutes are used for dictated or drafted
correspondence 1o trensmit routine repetitive informetion. that
the creation of non-essential coples i{s prevented, and that quality

Approved For Release 2005/11/21 @P70-0021 1R000300110004-1
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standards Tor improving correspondence and writing abilities are
maintained. .

e. Provision shall be salde for the efficient and economical waln-
tenance and servicing of current records through continuing
snalysis apd {mprovement of mall handling and routing procedures,
record classification and indexing systems, and filing equipment
and suppliies.

f. Vital materisls shall be identified and removed to & repoaitory
for safekeeping.

g. Procedures shall be developed and installed to provide for the
review of all existing sand proposed microfilming projects to
ensure validity of purpose and to effect greater efficlency in
the utilization of facilities. .

h. A Records Center shall be maintaiped for the storing, processing,
and servicing of Agency records, including Top Secret, which are
no longer used or are infrequan'{:ly needed in the comduct of
current business. The Center will also serve as an srchival
facility.

i. Provisions shall be made to ensure that permanently valuasble
records are identified and preserved for future use; that !
temporarily valuable records are identified and legally dis-
posel of ss soon as their value decreases to the polnt where
it does not wmrrant the cost of thelr retention; and that all
noncurrent records be removed, on & conmtinuing basis, from high
cost office space and Tiling equipment to Records Center storege.

%+ Bafeguards sball be established to ensure thst no records in
the custody of the Agency ere alienated or destroyed except
in accordance with the provisions of the Act approved Ty 1943
{57 Btat. 3680-383), as awended July 6, 1945 {59 Stat. L3h).
Sections 23k and 235 of Title 18 of the United States Code attached
severe penalties to the willful and wnlawiful destruction, dsmsge
or alliemation of any Federel records.

L. DTEFIHITIONS

For the purpose of this Regulation, the following definitions shall
apply:

a. "RBecords include &ll boogks, papers, maps, photographs, or other
Tocumentary materiel, regardless of physical form or character~-
istic, made or received by an agency of the United States Govern-
ment in pursusnce of Federal law in connection with trensaction
of public business and preserved or sppropriate for preservation
by that ncy or its legitimmte successor as evidence of the
ovganization, functions, policies, decisions, procedures, oper-
stions or other activities p °F because of the informmtions} valus
of data contained therein." (57 Stat. 380, as emended, hh USC 366).

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300110004-1

SECRET




X1

SECKE:
Approved For Release 20Q&¥/11/21 : CIA-RDP70-00211R000300110004-1

t. "Nonerscord Material includes libtwrary and museum material made
or ecquired and preserved sclely for reference or exhibition
purposes, extra coples of documents preserved only for conven-
ience of raference, ard stocks of publications or cceuedz
documents.” (57 Stat. 380, as amended, kb USC 36

c, !ammnt Records are those records vhich are infrequently needed
or 0o longer used in the conduct of current business, including
records of discontinued activities. This material is commonly
referred to as gemisctive, immctive, or retind morﬁa.

4. Porms are the devices by uhich management geeks mnifornity and
simplicity in the recording, transmitting, reporting and dats

—— Procesaing of vital information. They are preprinted, contain-

ing predetermined spaces for inserting specifiec inforsation.
Itews such as certificates, labels, stickers, tags, placards,
cover sheets ant form letters are izcluded in this definition.

2. ) are accounts or statements of Ilunformetion prepared in
parrative, tabuler, punch card or graphic form and
tmitted by one organizational element to snother. An edmin-
istrative or manomgewent report as distinguished from an oper-
ational report provides lor sdmintstrative or management control
over an activity or operation.

f. %“_&‘Eﬁ includes all memorandume, letters, and diagute&ea

excluding operstional reports) ment or received by Agency per«-
sonnel in the execution of official dutles.

g- Vital Materials are those specific itews in possession of the
mym espential to ita contimmnce and which, if
» would constitute a serious or irreplaceable loss..

B is one maintained within a Msjor Component
2 puty Director (Adwinistration}, Deputy nimmr
Intelligence), and Deputy Director (Plans}, the Director of
Training, the Assistant Virector for C‘cmxmicatiam, and the
Aspistant Director for Personmel).

5. HESPOHSIBILITIES
The Chief of the Managewent Staff shall:

Develop and issue sll basic program plsns, policles, procedures
"and guides; eptablish and define professionsl standards, methods
and technigues of records sanagement.
b. Develop and coordinate methods to elimimate and prevent unneces-

sary reporting; ensure that imstructicos, forms, and procedures
Tor essentiz)l reporting are clesr and complete to provide simple,

e
I N

direct reporting we ; lmprove the gquality of reports; and
provide central reference points for informstion on reporting
regquiresents .

Approved For Release 2005/11/21 :%70-0021 1R000300110004-1 .

25X1




X1

SECRET

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300110004-1

3 — —

k.

n.

Establish and define forms engineering and mamnagement standards,
methods and techniques. Review for essentiality and approve or
disapprove all requests for nevw forms, revisions, reprints and
overprints of existing forms. Design, number and index all forms
pricr to thelr procurement, production, stockage or utilization.

Establish standards for the preparation, handling, and resd-
ability of correspondence, the use of form letters and vemo-

vandums, pattern paragraphs, and other substitutes for dictated

correspondence, and the prevention of nonessential records
ereation. '

Develop standards, methods and procedures for: ihe locatlon of
F1ls stations; the classification and filing of records, in-
eluding finding wedia; the receipt, recording snd routing of
incoming and outgoing commmnications; ard the procurement and
utilization of filing equiyment and supplies.

Develop guldes, procedures and schedules for the identificatioxn,
processing and dlsposition of vital materisls and for their de-
posit in the repository. Furnish secwre trsusfler service between
bendquarters and the repository.

Reviev and approve all requests for microlllm ;}ﬂimnt, suprplies
and services, and develop standards for the efficlent and econocal-
cal gttainment of quality production on approved projects.

Esteblish standards for storing, processing, servieing, and pre-~
serving recorde in the Agency Records Center.

Develop techniques end procedures for the preparstion of dis-
position plans inciuding inventory, appraisal, tramsfer, disposal
and preservation of records. Review and apyrove disposition
plamns pricr to thelr application.

Develop procedures and obtain Congressional autherization for
the retention and disposal of records through the National
Avchives and Records Service.

Serve a8 the Agency lisison to the Hational Archives and Records
Service of the (eneral Services Administration on all matters
pertalining to records; waintain Agency liaison with Pederal and
pivate organizatlions on all records managerment matters.

Provide, in collaboration with the Director of Training, facili-
ties for the guidance, indoctrimation, and technical training of
Ares Records Officers and other program participants.

Develop &nd install systems for weasuring, collecting and report-
ing sevings wvhich acerue from the program.

Berve as Agency esrchivist in all matters pertaining to the pre-
sarvation of records of continuing value.

Approved For Release 2005/11/21 :_g!:&-RDP70-0021 1R000300110004-1
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0. Conduct periodic inspections to review ithe effectiveness and
progress O ares progroms.

The Chiefs of Major Coumponents ({ncluding the Deputy Director {Adutn.

hmtionz, the Deputy Director (Intelligence), and the Deputy
Director (Plans), the Director of Training, the Assistant Director
for Commnications, and the Assistant Director for Persornel) shell
designate Area Records Officers to establish and mmintain this pro-
graa in their sphere of authority in asccordance with the basic con-
cept and policies as set forth herein and in accordance with the |
wethods, technigues and procedures prescribed by the Chief of the
Harageoent Staff. : |

PR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. X. WHITE
Deputy Director
{Admtntstration)

DISTRIBUTION: AB
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1., GENERAL

This Regulation prescribes general policies and methods for the
administration of the Agency Records Management Program, Its
requirements are based on, and in agreement with, the Federal
Records Act of 1950 (Public Law.75L, 8lst Congress) and other
applicable Federal statutes and regulations.

2. OBJECTIVE AND SCOPE

The objective of this program is the economical and efficient
management of Agency records., Attainment of this objective with
resultant economies in manpower, supplies, equipment, space, time,
and money will be realized by a continuing application of the
following major program elements,

a. Records Creation

(1) Forms Engineering and Management
(2) Reports Management
(3) Correspondence Management

b, Organization, Maintenance, and Use of Active Records

(1) Mail Control
(2) Reference Service

(3) Maintenance Menagement

Approved For Release 2005/1 ’gEBRET-RDP70-0021 1R000300110004-1
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(L) BEquipment and Supplies Standards
(5) Microphotography
(6) Vital Materials

Disposition of Records

(1) Inventory and Appraisal

(2) TLegal Retention and Disposal Authorizations
(3) Cut-offand Retirement

(L) Preservation and Archival Management

(5) Disposal

(6) Inter-Agency and Intra-Agency Transfers

(7) Records Center Operations

POLICIES

Management of Central Intelligence Agency records will be accom=
plished on a decentralized basis, Under this plan, adherence to
the following policies are essentisal,

Qe

Co

Uniform systems shall be developed and installed for corres-
pondence preparation to ensure that only essential information
is transmitted, that form letters are used for frequently re-
quested information, that only the necessary number of copiles .
are made, and that each copy has a definitely planned use.

Uniform systems shall be developed and installed to reduce the
volume of reports, to simplify and improve necessary reports,
eliminate and prevent duplicate reporting, to ensure that the
contents of required reports provide adequate data for intended
purposes, to ensure that instructions, forms and procedures pro-
vide the most simple and direct methods for reporting, and that
the proper reporting intervals are established,

Systems shall be developed and installed to provide for review,
anglysls, revision, and improvement of all existing and proposed
forms with a view toward effecting greater economy and efficiency
in their design, production, and use, 1

Approved For Release 2005/1 11212: CITRDP70-0021 1R000300110004-1
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Provision shall be made for the efficient and economical
maintenance and servicing of current records through con-
tinuing analysis and improvement of mall handling and
routing procedures, record classification and indexing
systems, and office equipment and filing supplies,

Vital materials shall be identified and removed to a reposi-
tory for safekeeping,

Procedures shall be developed and installed to provide for

the review of all existing and proposed microfilming projects
to ensure validity of purpose and to effect greater efficiency
in the utilization of facilities,

A Records Center shall be maintained for the storing, process-
ing, and servicing of Agency records, including Top Secret,
which are no longer used or are infrequently needed in the con-
duct of current business, The Center will also serve as an
Archival facility,

Standards shall be established and maintained to ensure that
permanently valuable records are identified and preserved for
future use; that temporarily valuable records are identified |
and legally disposed of as soon as their value decreases to
the point where it does not warrant the cost of their retention;
and that all non-current records be removed, on a continuing
basis, from high cost space and filing equipment to Records
Center storage. i
|
Safeguards shall be established to assure that no records in |
the custody of the Agency are to be alienated or destroyed ex-
cept in accordance with the provisions oI the Act approved ‘
July 7, 1943, (57 Stat 380-383), as amended July 6, 1945 (59
Stat L3L). Sections 23l and 235 of Title 18 of the United
States Code attaches severe penalties to the willful and un-
lawful destruction damage or alienation of any Federal records.

DEFINITIONS

For the purpose of this Regulation, the following definitions shall
apply:

8.

YRecords include all books, papers, maps, photographs, or other
documentary material, regardless of physical form or character-
istic, made or received by an agency of the United States Govern~
ment in pursuance of Federal law in connection with iransaction
of public business and preserved or appropriate for preservation
by that agency or its legitimate successor as evidence of the
organization, functions, policies, decisions, procedures, oper-
ations or other activities, or because of the informational value

of data contained therein." (57 Stat. 380, as amended, Ll USC 366).
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b, "Hon-record Material includes library and museum material made
or acquired and preserved solely for reference or exhibition
purposes, extra copies of documents preserved only for conven=
ience of reference, and stocks of publications or processed
documents." (57 Stat, 380, as amended, Lk USC 366).

c. Non-current Records are those records which are infrequently
needed or no longer used in the conduct of current business,
including records of discontinued activities. This material
is commonly referred to as semi-active, inactive, or retired
records,

d, Forms are the devices by which management seeks uniformi ty and
slmplicity in the recording, transmitting, reporting and data
processing of vital information. They are preprinted, containe
ing predetermined spaces for inserting specific information,
Items such as certificates, labels, stickers, tags, placards,
cover sheets and form letters are included in this definition.,

e, Reports are accounts or statements of information prepared in
written narrative, tabular, punch card or graphic mediums and
transmitbed by one organizational element to another in confor-
mance with an established requirement, An aduinistrative or
management report as distinguished from an operational report|
provides for administrative or management control over an
activity or operation,

f, Correspondence includes all memorandums, letters, and dispatches
Texcluding operational reports) sent or received by Agency per-
sonnel in the execution of official duties.

g, Vital Materials are those specific items in possession of the§
Bgency which are essential to its continuance and which, if
destroyed, would constitute a serious or irreplaceable loss,

h, An Area Program is one maintained within a major component
(Deputy Directors (Administration), (Intelligence), and :
(Plans)), the Director of Training and the Assistant Directors
for Communications and Personnel., ‘

5., RESPONSIBILITIES
a. The Chief of the Management Staff shall:
1, Establish standards for correspondence preparation and
utilization of form letters, pattern letters, pattern

paragraphs, limitation or elimination of copies and
other devices,
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10.
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12,
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Develop and coordinate methods for reporting to eliminate
overlapping and duplication of facts and elimination of
obsolete reports, unessential copies, too frequent report~
ing and unessential filing of reports,

Design, review, analyze, and approve all forms prior to
their production or utilization.

Develop standards, methods and procedures for: the location
of file stations; the classification and filing of records,
including finding media; the receipt, recording and routiﬂg
of incoming and outgoing commnications; and the procurement
and utilization of filing equipment and supplies.

Develop guides, procedures and schedules for the identifi-
cation, processing and depositing of vital materials in the
repository., Furnish secure transport service between head-
quarters and the repository,

Review and approve all requests for microfilm equipment,
supplies and services,

Establish standards for storing, processing, servicing, and
preserving records in the Agency Records Center. ‘

Develop and publish uniform policies, methods, and proce-
dures for the retention of records for ademate periods of
time, removal or records from active files for destruction,
and preservation of records, including the use of disposition
microphotography where practical. ‘

Develop procedures and obtain Congressional authorization for
the retention and disposal of records through the National
Archives and Records Service. 3

Serve as the Agency liaison to the National Archives and
Records Service, GSA, on all matters pertaining to records;
maintain Agency liaison with Federal and private organiza=-
tions on all records management matters, ' ‘

Provide, in collaboration with the Director of Training
facilities for the guidance, indoctrination, and technical
training of program pariticipants,

Develop and install systems for measuring, collecting and
reporting savings which accrue from the program,

e ]
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13. Serve as Agency archivist in all matters pertaining to
the preservation of records of continuing value.

1)Ly, Conduct periodic inspections to review the effectiveness
and progress of area programs,

b. Major Components. Chiefs of major components (Deputy Directors
(Administration), (Intelligence), and (Plans)), the Director of
Training and the Assistant Directors for Communications and ;
Persomnel shall ensure that an active continuing Records Manage-
ment Program is established and maintained in thelr sphere of
authority in accordance with the basic concept and policies as
set forth herein and in accordance with the methods, techniquas
and procédures prescribed by the Chief of the Management Staff,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Deputy Director
(Administration)

DISTRIBUTION: AB
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Recission: CIA Regulation No. 25X1
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1, GENERAL

This Regulation prescribes general policies and methods for the
administration of the Agency Records Management Program. Its re-
quirements are based on, and in agreement with, the Federal Records
Act of 1950 (Public Law 75k, 8lst Congress) and other applicable
Federal statutes and regulations.

2. OBJECTIVE AND SCOPE

The objective of this program is the economical and efficient
management of Agency records, Attaimment of this objective with
resultant economies in manpower, supplies, equipment, space, time,
and money will be realized by continuing application of the follow=
ing major program elements,

a, Records Creation

(1) Reports Management
(2) TForms Dnshessszssmaes Management
(3) Correspondence Management

b, Organization, Malntenance, and Use of Active Records

(1) Mail Control
(2) Reference Service

(3) Maintenance Management
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(L) Equipment and Supplies Standards
(5) Microphotography
(6) Vital Materials

Disposition of Records

(1) Inventory and Appraisal

(2) Legal Retention and Disposal Authorizations
(3) Cut-off and Retirement

(4}) Preservation and Archival Management

(5) Disposal

(6) Inter-Agency and Intra-Agency Transfers

(7) Records Center Operations

POLICIES

Adherence to the following policies are essential to the conduct |
of an effective Records Management Program: ;

8,

b

Ce

Management of Central Intelligence Agency records will be
accorplished on a decentralized basis,

Uniform systems shall be developed and installed to reduce the
volums of reports, to simplify and improve necessary reports@“,&/
to eliminate and prevent duplicate reportingy be—ensure-thet
the—oontentsof- required reports provide adéquate datafor. J.n—

terxded purposes, —to ensure that-instructions;-ferms and pro-
cetdures-provide the most simple -and-direct- methods for report_.ng,,
and—that the realistic reporiing-intervals are estabhshed..

Plens shall be -devised and prescribed to prevemt ;the unauthonzed W

procurement, production or utilization of forms,
M ~office;—efficer or cmployee of the Agency. Desumentation of_;m-

formation on_forms shall be accomplished by the most efficient
and economical means. Unnecessary forms or record  copies of
forms shall not be created, tiel - forms
shell-be-slimineded, Forms performing the same or related
functions shall be consolidated,

amt—the--seope—of—sachLorm—exm
tonded—trsefer-as io-prastieable. Users shall be informed of

- 2 -
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available forms, Forms, procedures and issuances shall be
properly integrated, Modexn-forme-engineering technigues
will-be-utilized to. simplify and standepdize size-and designd }
The-mosteffictert—amdecomomical management practiees shall
be-followed in thé productish, procurement, storage and
issuance of forms,

d., Systems for correspondence preparation and handling shall be
developed and installed to ensure that only essential infor-
mation is made a matter of record, that Agency formats and
procedures are adhered to, that substitutes are used for
dictated or drafted correspondence to transmit routine repe-
titive information, that the creation of non-essential copies
is prevented, and that quality standards for improving corres-
pondence and writing abilities are maintained.

6. Prowisiem-shall-be—mede—fer Jhe efficient gnd mical main-
tenance and servicing of current recordsé%%m%W

analysis and improvement of mail handling and routing procedures,
record classification and indexing systems, and filing equipment
and supplies, A

f. Vital materials shall be identified and removed to a repositoiry
for safekeeping, j

g, Preeedures sall be developed armd I lled to provide for the

review -of-oTt eXisting and proposed Mficrofilming projects W
W,ﬁ; ensure validity of purpose and to efrect greater efficiency in
& the utilization of facilities, |

h, A Records Center shall be maintained for the storing, processing,
and servicing of Agency records, including Top Secret, which are
no longer used or are infrequently needed in the conduct of
current business. The Center will also serve as an archival
facility. ‘

i. wmmmmﬁmanenﬂy valuable
records axe identified and prmr future use; that—

temporarily v%;ble records are ldentified and legally dis-
posed of tHeir ue deerceses—io—tire—peint-whene £ 2o
tt-does—net warran of their retention; and thrat—e3d
noncurrent recordsjpe removed, on a continuing basis, from high
cost office space and filing equipment to Records Center storage.

-3 -
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j. Safeguards shall be established to ensure that no records in
the custody of the Agency are alienated or destroyed excepb
in accordance with the provisions of the Act approved July 7,
1943 (57 Stat 380-383), as amended July 6, 1945 (59 Stat L3k).
Sections 23 end 235 of Title 18 of the United States Code
attached severe penalties to the willful and unlawful destruction,
damage or alienation of any Federal records.

i, DEFINITIONS

For the purpose of this Regulation, the following definitions shall
apply: :

a. MRecords include all books, papers, maps, photographs, or other
documentary material, regardless of physical form or character=-
istic, made or received by an agency of the United States Govern=-
ment in pursuance of Federal law in connection with transaction
of public business and preserved or appropriate for preservation
by that agency or its legitimate successor as evidence of the
organization, functions, policies, decisions, procedures, oper-
ations or other activities, or because of the informational value
of data contained therein.," (57 Stat. 380, as amended, LL USG 366).

b. "Non-record Material includes library and museum material made
or acquired and preserved solely for reference or exhibition ]
purposes, extra copies of documents preserved only for conven-
ience of reference, and stocks of publications or processed
documents." (57 Stat, 380, as amended, Ll USC 366).

¢, Noncurrent Records are those records which are infrequently needed
or no longer used in the conduct of current business, including
records of discontinued activities, This material is commonly
referred to as semlactive, inactive, or retired records.

d., Forms are the devices by which management seeks uniformity and
simplicity in the recording, transmitting, reporting and data
processing of vital information, They are preprinted, contain-
ing predetermined spaces for inserting specific information,
Items such as certificates, labels, stickers, tags, placards,
cover sheets and form letters are included in this definitiony

e. Reports are accounts or statements of information prepared in
written narrative, tabular, punch card or graphic form and
transmitted by one organizational element to another, An admin-
istrative or management report as distinguished from an oper-
ational report provides for administrative or management control
over an activity or operation,
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f.

5.

e

b.

Ce

Ce

|
Correspondence includes all memprandums, letters, and dispatches

Texcluding operational reports) sent or received by Agency per-
sommel in the execution of official duties,

Vital Materials are those specific items in possession of the
Xgency wmich are essential to its continuance and which, if
destroyed, would constitute a serious or irreplaceable loss.

An Area Program is one maintained within a Major Component
(including the Deputy Director (Administration), Deputy Director
(Intelligence), and Deputy Director (Plans), the Director of
Training, the Assistant Director for Communications, and the
Assistant Director for Persomnel).

RESPONSIBILITIES
Chief of the Management Staff shall:
Develop and issue all basic program plans, policies, proceduyes

and giides; establish and define professional standards, thods
and techniques of records management. ‘

Develop a}q coordinate methods to eliminate and pfevent unneces-
sary reporting; ensure that instructions, forms, and procedures
for essential reporting are clear and compléte to provide simple,
direct reporting methods; improve the guality of reports; and
provide centraz\reference"points for-information on reporting
requirements,

s |
Establish and defing forms W management standards,
me thods, and techniques, R view for essentiality and approve; or
disapprove all requests for new forms, revisions, reprints and

overprints of existing.Torms. Design, number and index all forms
prior to their procyrement, production, stockage or utilization,

ability of corpéspondence, thg use of form letters and memo-
randums, patiém paragraphs, akd other substitutes for dictated
corresponderice, and the preventldon of nonessential records
creation,

Establish stil}l?@/s for the ‘preparation, handling, and read- ‘

Develop standards, methods and prodedures for: the location of
file stations; the classification am§ filing of records, in-
cluding finding media; the receipt, recording and routing of
incoming and outgoing communications; and the procurement and
utilization of filing equipment and supplies.

[
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f. Develop guldes, procedures and schedules for the identification,
processing and disposition of vital materials and fer their de-
posit in \the repository. Furnish secure transfer service between
headquartehs and the repository. e

g, Review and appyove all reg:zgts for microfilm equipment, supplies
and services, and develop- andards for the efficient and economi-
cal attainment oX quality production on approved projects.

h. Establish standa
gerving recordg/in t

or storing, processing, servicing, and pre-
Agency Records Center.

techniques and procedures for the preparation of dis-
plans including {nventory, appraisal, transfer, disposal
, Review and approve disposition

ion,

i, Develop

?:s prior to thejr applic
,&‘ Develop“procedures ax(c/lg obtain Congressional auwthorization for
the retention and disposal of records through the National :
Archives and Records Service.

@/ Serve as the Apency liaison to the National Archives and Records
Service of the General Services Administration on all matters
pertaining to recordsy maintain Agency liaison with Federal and
private organizations on all records management matters.

d Provide, in collaboration with the Director of Training, facili-
ties for the guidance, indoctrination, and technical training of
Area Records Officers and other program participants, 1

4‘ Develop and install systems for measuring, collecting and report-
ing savings which accrue from the program.

Serve as Agency archvist in all matters pertaining to the pre-
servation of records of continuing value, ‘

Conduc t periodic inspections to review the effectiveness and |

‘/ progress of area programg.
gecce Atecte %M,

e Chiefs of Major Components (includirg the Deputy Director (Admin-
istration), the Deputy Director (Intellizence), and the Deputy
Director (Plans), the Director of Training, the Assistant Director
for Commmnications, and the Assistant Director for Personnel) shall

st
%W L
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designate Area Records Officers to estaclish and maintain this
program in their sphere of authority in accordance with the basic?
concept and policies as set forth herein and in accordance with
the methods, techniques and procedures prescribed by the Chief of
the Management Staff. |

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K, WHITE
Deputy Director
(Administration)

DISTRIBUTION: AB
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